Gulfjobseeker.com CV No: 1323606
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link
http://www.gulfjobseeker.com/feedback/submit_fb.php
[bookmark: _GoBack]CAREER OBJECTIVE	
To serve any organization where I can demonstrate my skills and contribute Self- driven and passionate individual who excels at business and relationship building
CAREER SUMMARY
· Conceiving, designing and administering business, projects, plans and events to make them profitable entities.
· Highly knowledgeable in providing friendly and through customer service to clients and fellows.
· Skilled at problem solving and conflict resolution, and able to help encourage teamwork.
· Able to network with public organizations and business to create successful partnerships.
· Strong business writing, communication and interpersonal skills.
· Adept at handling confidential and / or sensitive information.
· Accounting procedures, import regulations, public relations, professional trainer 
Languages: English, Urdu, Hindi.

EDUCATION
Bachelor in Commerce | 2008 | UNIVERSITY OF KARACHI, KARACHI, PAKISTAN
PROFESSIONAL COURSES
· Certificate Course in Supply Chain Management
EXPERIENCE
OFFICER – RPR DEPARTMENT | AT K-ELECTRIC -PAKISTAN | MAY 2009 – PRESENT

· FIVE YEAR EXPRENCE IN SALES (RETAIL,OUTDOOR,CUSTMER SERVICE,CALL CENTER AGENT)
· FOLLOW THE COMPLIANCE OF K-ELECTRIC DIRECTIVES, DEPARTMENT POLICIES AND PROCEDURES
· MANAGE & SUPERVISE OVERALL ADMINISTRATION 
· RESPONSIBLE FOR SOLVING ALL THE QUERIES AND PROBLEMS OF THE STAFF AND CLIENTS.
· PROMOTING BUSINESS FOR THE K-ELECTRICBY MAINTAINING GOOD CUSTOMER RELATIONS AND REFERRING CUSTOMERS TO APPROPRIATE STAFF FOR NEW SERVICES
· TIMELY SUBMISSION OF STATEMENTS AND REPORTS ON A DAILY, WEEKLY AND MONTHLY BASIS TO DGM OFFICE/DCCO OFFICES.
· RESPONSIBLE FOR MAINTAINING MONTHLY EXPENSE WITHIN THE BUDGET.
· RESPONSIBLE FOR MAINTAINING GOOD WORKING ENVIRONMENT IN THE OFFICE 
SKILLS & ABILITIES 
PROFICIENT IN OPERATING FOLLOWING SOFTWARE’S:
· SAP
· MS OFFICE (WORD, EXCEL, POWER POINT) 
COMMUNICATION
· Effective business communications and letter writing 
· Extraordinary good command in making effective PowerPoint presentations

PROFESSIONAL SKILLS
· High proficiency on Microsoft Word, Excel, PowerPoint and Publisher
· Strong research-oriented mind
· Quick learner with multitasking capabilities
· Adaptable to any environment and challenging situation
COMPUTER SKILLS:
· SAP
· Microsoft Word, Excel, PowerPoint, Publisher, Outlook
· Microsoft Windows System
· All type of general office applications and software
PERSONAL INFORMATION
Date of Birth	:	21st September 1986
Nationality	:	Pakistani
Marital Status	:	Single	
Languages	:	English, Urdu, Hindi.
